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How to use this Wizard 

 

The following document will assist you in understanding and navigating the interactive “Start a 

Business” wizard. 
 

 

From the Start page you may start a new wizard session, continue an existing wizard, or download and 

view/print this How to use this Wizard document. 
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1. Starting a Wizard 
 

 

This wizard is a dynamic questionnaire that will ask you questions based upon your previous answers. 

You will be assigned a unique Wizard ID number. This number is required to resume your wizard at a 

later time. 

The wizard does not include a number of licenses that are mentioned under the NOT included list. 
 

 

 
 

 

Click on  icon to begin the wizard, click  icon to go back to the  

 

Home Page
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Write down the eight-digit Wizard ID number that appears on the page. This number uniquely identifies 

your wizard responses and the resulting personalized checklist. You may interrupt the entry of the wizard 

at any time. The wizard automatically saves your answers when you move from page to page so that you 

will not lose any information. When you return to the wizard to resume answering questions or to review 

your checklist, you must enter the Wizard ID number assigned. 

NOTE: Your wizard will stay in the system for 90 days before the information is removed. 

Select the              icon or click ‘x’ to continue.



Page | 4 
 

NOTE: If you provide a valid email address, your Wizard 

ID number will also be emailed to you. If you choose not 

to provide an email address; the system will not be able to 

contact you. A modal will be shown as a warning message. 

Select “OK” to continue. 

 

Steps for Express Wizard: 

 

Select any of the 6 Express Wizards Icons from “business activity” section, for a faster and more 

streamlined result. 

 
 
 

Choose Detailed Wizard to run the ‘Regular Wizard’ which helps the user to answer questions  

for each wizard step so as to derive a personalized checklist. 
 

 

The Express Wizard essentially has 3 steps with questions displayed in “checkboxes” or “radio buttons” 

format in a list view enabling the user to reduce their wizard processing time to derive their personalized 

checklist much faster than a regular wizard. 
 

 

Step 1: In this example, user will be presented with questions in radio button format when the user chooses to 

opt Real Estate & Rentals express Wizard.
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The progress indicator shows in green which of the four (4) steps you are answering questions for. It may 

also be used for navigation. If you want to revisit a particular step, simply click on the appropriate step 

“ball”. 
 
 

 
This button allows you to move to the next page.  Each time you navigate from one page 

to another, your information is saved. 
 

This button allows you to return to the previous page. 
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Choosing Real Estate & Rentals will take you t o  the following screen, where you can choose your 

business characteristics. 
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Choose Inn or Motel & click Next to go to the next page of the wizard >> for the commonly associated 

license questions where checkboxes with multi-select feature is available. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2: You will be presented with recommendation text “You must have a DC commercial location for 

this business” for Physical Location based on the BBLs (Basic Business License) detected by the system 

to be included in your personalized checklist. 
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Step 3: You can select the applicable answer options for questions related to “Corporate Structure” 
based on which the relevant checklist item is derived for “Corporate Structure” and displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4.You will be presented with wizard completion message per below screenshot. Click on the       
icon button to view your personalized checklist information. 
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Steps for the Detailed Wizard: 
 

2. Entering Business Activities 
 

 

 

Pages with check boxes allow you to select one or more items from a list.  In this example, a user is 

selecting the business category “Food & Beverage”. 

The  icon provides an overall definition of the associated business activity. This may prove helpful in 

choosing the appropriate category or categories for your business. For example, selecting icon next to the 

“Food & Beverage” category will display the following information: 
 

 

 

To exit this information box, click on the X in the upper right hand corner or simply click somewhere 

else on the page outside of the box.



Page | 10 
 

3. Enter Business Characteristics 
For each business activity selected from the previous list, you must choose one or more business 

characteristics that apply to your business. Continuing our example, Smith Family Restaurant would fall 

in the “Food Sales” characteristic. 
 
 

 
 

 
 
 

4. Answering Questions 
 
 
 
 
 
 
 

 

 

 

 

For example, while answering questions about Smith Family Restaurant, you are asked the question 

“Are you going to sell food products from a vending machine?” Your answer to this question may 

require you to obtain another business license in addition to a restaurant license.
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Question Help 
 

As you move through the wizard, you will see the                 icon below each question.  Click this icon 

to display context sensitive help related to the question. 
 
 
 
 
 

 
To exit this help message, click on the X in the upper right hand corner or simply click somewhere else on 

the page outside of the box. 
 

 

5. Corporate Structure 
 

You provide information of your business and how it is incorporated that will help the wizard provide you 

with the correct checklist item for “Corporation Structure” type required for your business activity. 

 
 

 

Select the answers via radio button options presented for questions related to “Corporate Structure” per 

below screenshots. You will be able to perform a single select for pages with radio buttons options based 

on which a checklist item is derived.
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6. Reviewing Questions/Answers 

 
 

As you progress through the wizard, you will see the                    icon on the page. 
 
 
 
 
 
 
 

 

Click this icon to review the questions and answers you have provided thus far as you move 

through the wizard. This information may be downloaded as a PDF document for printing 

or storage on your local computer. You can also email the information to any valid email 

address
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To download, view, and print these questions/answers, you will need 

Adobe Acrobat Reader.  If this software is not   already loaded on your device, click the       icon for 

information on how to obtain this free Reader. You can also email the information to any valid email 

address by clicking on the icon. 

 

To exit this review, click on the X in the upper right hand corner or simply click somewhere else 

on the page outside of the box. 
 

 
If you want to re-visit a particular question, perhaps to change your answer, just click on the 
icon.  This will reposition the wizard to the selected question.  This feature allows you to “jump” from 
question to question throughout the wizard. 
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Sample PDF version of questions and answers:
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7. Personalized Checklist 
 

Once you have completed all the questions asked by the wizard, you will be presented with a results page, 

showing your personalized checklist of items to be accomplished in the order as mentioned. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To close the “expanded” view of a step, click on the      icon. 

To expand all items on your check list, click on the “Expand All” link. To Collapse all items, click on the link 

“Collapse All
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The “expanded” view will provide specific information related to this step in the process of setting up 

your business. The information includes the street address (with map), phone number, and web address 

of the applicable agency involved. 

Weights and Measures devices registration is mandatory for all BBLs.
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You can also email the checklist to any valid email address by clicking on the                icon. 

Sample PDF version of personalized checklist:
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8. Returning to a Previously Started Wizard 
Once you have completed your wizard – or if you left the wizard without completing all the questions 

– you may return at any time.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To review or complete a wizard click the 
prompted to enter your personal Wizard ID number. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

icon on the Start page and you will be

 
 
 
 
 
 
 
 
 
 
 

 

Enter your number and click the                    icon to resume the wizard. 


